DAILY TIME SHEET

Time should be recorded in 6 minute units              Name:_____________________

                                                                                                                                                       Date:_________________________
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Matter Number
Time On
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Task code
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TASK CODE SHEET

Activity
Code

Research
Re

Transcription
Tr

Produce a memo 
Me

Produce a document (letter, information sheet etc.)
Doc

Client relations
Client

General Administration
Admin

Search Public Records
Se

Filing
F

Meeting
Meet

Deliver Court Documentation
Crt doc

Reading
Read

Public Holiday
Ph

Sick Leave/Annual Leave etc
Le

